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STATINTL'- 


STATINTL 


CENTRAL INTELLIGENCE AGENCY 

’Washington, D.C. 


ADMINISTRATIVE INSTRUCTION 
■iroMfll ro 

NUMBER 


27 March 1947 






| SUBJECT; Efficiency Rating Program J[,V\ d I 1 • ,, n 

EFFECTIVE UNTIL 1 JUNE 1947 UNLESS SOONER RESCINDED "V' 0 '"”' " 

STA T INTL (NOTE: C.I.G. MEMORANDUM GI VEIL REGULAR DISTRIBUTION - 

ONLY) 1 SUPEriV:iS0R!:: * ADMINISTRATIVE AND RATING OFFICIALS 

j . • 

i 1. Purpose. The purpdse of the memorandum is to inform you in a 

genorul.way, of the Efficiency kating Program of CIG and to outline 
the administrative framework within which the program will operate. 

f _ 2 . Reference^ References relating to the "Uniform Efficiency Rating" 

a. Section 9, Classification Act of 1923 as amended. 

t b * CSC Efficiency Rating Manual, amended March 15. 1944. 

o. CSC Rating Officials Guide, June 1945. 
d.. CSC Federal Personnel Manual, Chapter E 1, August 7, 1945, 

I . I' pvff a ^ ' . The uniform efficiency rating system promulgated hy 

i th ® C1 - 1 ° ervlce Commission legally applies to all employees paid 

j . unuer the compensation schedules contained in Section 13 of .Class if i- 

! cation Act of 1923, as amended. Accordingly, this rating system 

. j applies to all Civilian Employees in CIG in Washington and the Field, 

j An employee is not excepted from this system because of part time or 

j . temporary employment or because of type of funds from which paid. 

! 4. Policy , 

. I u . '*• Tbe accomplishments of CIG will be determined by the manner in 

’ which each employee performs his assigned duties. For this reason, 

| his Specif ic & task° r ^ t0 h ° W Wel1 eaoh em P lo y ee is accomplishing 

l 

i nrfii^ ^^Midetcy rating system, if properly and uniformly applied, 

i determine the effectiveness of each employee in carrying out his 

p. J?* 1 !® a ® a part of the mission of CIG. It is, therefore, the responsi- 

I? bility of every representative of Management to apply the efficiency 

f: rating system in accordance with approved regulations, 

■' 

b Information secured by the system also provides an indication '■* 

| * s to the n0Gd for employee utilization, information for re assignments, 

!r transfers, promotions, demotions, training and employee relation 

| activities# 

d * 4 Efficiency ratings assist employees by providing them with in- 
STATINTL formation on ho m well their job or work is being performed and where 

eir work is deficient# An employee \vho knows his work is being 

(^79) RENUMBERED PER CIA .GENERAL. ORDER 

| EFFECTIVE 30 JUNE 1947, CIG- MEMORANDA WILL REMAIN IN FORCE UNTIL CANCEL3IED OR 
. t ; SUPERSEDED 
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evaluated, strives to accomplish more and better work* A recorded 
evaluation of his work is a protection against unfair action, whether 
it be deliberate or caused by inadequate information# Furthermore, 
the efficiency rating process gives tho employee an indication of 
his progress upon which his advancement depends* 

o* The system provides each supervisor with a tool which will 
point out the inadequacies, weaknesses and failings of employees as 
well as the desirable and outstanding qualities and performances of 
the employees. 

5 • Administration of tho Efficionoy Rating System * 

a# Responsibility* The Director of Central Intelligence is re- 
quired by law to rate the efficiency of each employee who is subject 
to tho system# The Director has delegated this responsibility to tho 
Chief, Personnel Division. The Personnel Relations Section and the 
Efficiency Rating Committee have been given the responsibility for 
. administering the program# 

b# Membership and Functions of the Efficiency Rating Committee i 

. (l) The Cl G Committee has boon designated by the Director, 
and the membership is as follows: 


This Commit too will servo in a staff capacity for tho Director 
and the Chief, Personnel Division, and will be primarily concerned with 
general efficiency rating policies and with the coordination of the 
program throughout CIG* Briefly, tho responsibilities of the Committee 
aret . 

(a) To act for tho Director in applying the efficiency 
rating system# 

(b) To' insure that uniform standards are applied thrpugji- 
out~ its jurisdiction# 

(c) To adviso and. assist administrative and supervising 
officials in determining performance requirements 
and training programs# 

(d) To assist reviewing officials and others regarding • 
rating procedures* 

(©) To review and approve individual rating sheets for 
proper markings* 
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(f) To hear and determino appeals and re eomnendati on s 
of ratings originally approved by the Committee#. 

. (s) To see that ratings are made when due# 

Cr Eff iciency -Hating Officer* An efficiency rating officer 
appointed by the Assistant Director of each office will, with the . 
assistance and guidance of the committee and the Efficiency Hating 
Technician, assigned to the Personnel Helations Section, implement 
the . rating program in each Office, He will encourage supervising 
officials in sotting performance standards, conduct supervising 
training programs and in the selection of element patterns find re- 
view initial and appellant ratings to inoure uniform application of 
the system within the Offices of .01 G., 

d. Hating Official," The Hating Official will bo the person immedi - 
for the work of the employee (first person in auth- 
° r , ■ J™°. AaS su P Grvisor y responsibilities). The Hating Official will 
make the initial evaluation of performance# 

. «•, .^viewing Official. The Reviewing Official will be the super- 

visor highest in line of authority above the rating official who has 

jL knowledge of the employee* s performance# He may, upon review, 
approve or revise the ratings after conferring with rating officials 

ana any intermediate supervisors# V 

6 • Types of Ratings . 

a. Official Ratings # 

? ^ Official regular ratings are prepared annually as of 
March. 31 for all employees who on that date arc not serving probational 
or trial period and. who have worked in CIO for at least 90 calendar ■ 
days during the rating year in the classification grade held on March 31, 

(2) Official Probational or Trial Period Ratings are to be 
made 60 days before the close of the employee’s probational or trial 
period. 


b# Official Special Ratings, Generally, an official special 
rating is made whenever the employee has no official rating of record 
as of. the latest. 31 March date or any date, thereafter and a current 
official rating is needed for periodic within-grado salary increase 
determination# An official special rating is made in connection with 
a reduction in force /when there is no official rating on record; Such 
rating is official for all purposes for which it 'is appropriate, even 
though it is based on less than 90 days* ser^i^e, 

c# Administrative-Unofficial# Administrative unofficial ratings 
arc prepared to provide supplementary records of performance for 
administrative information and use. 
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7. Noti£o^o_Ba£^ous. After approval by the Efficiency R a ting 
Committee, ^every employee shall be notified of his official ratine 
on 1 I*' V A11 notices will be released Hniultaneously 2 

later than ?r; 1 I ^ a ed p by . the E " ioieno ^ R ^ in C Comittee, but not 

later than toay. Copies of Form 68 will hot be mado for filing, 
inerted I'st h *° ? otice is «ivcn.the employee will be 

7ou“* ™ 51 ’ ,hlohw111 b « «i-4 »» «» 


8 * Efficiency Rating Appeals , 
administrative and statutory* 


There are two general types of appeals. 


wm,?n strata. vo appeals will be those conducted wholly by and 

Ifat^ r IC S+? d Wll » be h ° ard Qnd Voided upon by the Efficiency 
nr^i 00 ^ 1 ^ 0 ^* ernployce ' s U3c of the administrative appeals 
W n X1 be developed, will not preclude or prejudice 
his right to appeal to the Statutory Board of Review. 


Bn^nd*ne S R at i lt0r n' ap ^ alS wil1 be ° on ducted by the Efficiency toting 
to iS r "r C ^‘ ° haiman of this board. will be designated 

2 Sir . bhl " d by th ° Dir0Ctor ' dis designate. The statutory 
^ J 111 bo conducted in accordance with Civil Service Commission 

regulations and procedures. 


FOR E-IE DIRECTOR' OF CENTRAL INTELLIGENCE! 



STATINTL 


ive for Personnel 
and Administration 


ATTACHMENTS' : None 

DISTRIBUTION: To All Employe os of CIO 
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RESTRICTED 


STATINTL 


intejxigenoe agency- 

*i « ; :Waehingtpn.y. Dtf‘vC*. ?. v . 


ADMINISTRATIVE INSTR UCTION 

no # ■HHi 


8 March 1948 


| SUBJECT: r Efficiency 1 Rating r 

f c (This’ rescinds- Aaminis‘trat|iye ; ' Irietru.ctibn L 

l ^ 1 A 1 IN 1 L 19^7 j subject: ’ • Efficiency Rating Program?; 


dated* £7, March, 


1* General 


a. The. Director of .Central- Intelligence is required by, law to. 
provide for the . rating of the performance of- employees of this, v 
Agency in accordance with the uniform efficiency rating system pro^ 
nxulgated. by the Civil: Service Commission. - 4 ; 


> • b.,' .'The ..Chief; ^Personnel Branch, A&M, will supervise the appli-: 
cation of the efficiency rating system.. ■. 


c. The performance of all civilian employees in CIA will. be rat- 
ed in acfeoi*dance with the provisions of thie Instruction. ' 


2 • - Eff j e iency- Rat, lijg ' commit tee * 


An Efficiency Rating Committee which shall review and apply rating * 
standards unifoitnly and approve, efficiency ratings of all employees in 
the Agencjr ii hereby established composed of the • following: ■■ . ‘ 


STAtlNTL 



3« Efficiency Rating Officer 
Each Staff Chief and Assistant Director will appoint an Efficiency 


— . — , ’ • 7. — . vv w* , w r*r / r VAA * v **** jiAVAUAivjr 

Bating Officer for' hle‘ activity to adVlee and assist 'supervisory officials 
in establishing ^ performance standards/ conducting efficiency rating .train- 
ing programa and' selecting element patterns . Efficiency Hating Officers.,, 
with the guidance of the Committee, will revieW "the. ratings 'of the em- 
ployees withlni their units .tp. insure, uniform, application of the system 
and adherence jp. regulations before sending the ratings to the Personnel • 
Branch-, A&M. ..tUr-.u'-V; .. . £ »- 


4 . Bating "Official' : : 


The supervisor inimediateiy responsible fbr the vorik of the employee ,, 
te Bating- Official, arid will make this initial' "AVSLliin+.Inn arid rafino — *-2 


is the Rating Official, and will make. the initial evaluation arid rating 


RESTRICTED 
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6f 4 all *! D?)l0y ! e8 Under hle supervision. He will discuss such evaluation 

« Y ith each employee before submitting the rating to the Review- 

ing Official. 

5. Reviewing Official 

supervisor highest in line of authority above the Rating Official 

Xeww SSFS- ta r le<l8e 0f the r ^ ted employee's performance VS Re- 
H « T y ». upon Review, , approve or revise, ratings after 
cerned rinS Wlth the Rating Official and any intermediate supervisor con- 

6* Kinds of Efficiency Ratings 

a. Entrance Ratings. An entrance rating is a temporary base 
rating assigned by the Personnel Branch when' an employee is first 
assigned to a position. If the employee has a current official rat- 
ins based on work in a different position, such rating is hie entrance 

" rals f’h eX »t P l' ,-‘ aat T^ f m V atisfactoi 'y ,! > his entrance ;■ rating is 

sed bo Fair . "If the • employee has' no current official rating, he 
is assigned an entrance rating of .'"Good" .. 

b. Regular Ratings,. A regular rating must cover at least 90 
*£? end ff daya 4 of ac±lv * service in the current, position and must be 
made within eix mon-chs after the appointment or change in position 
of an employee, and aimually thereafter. Official personnel actions 
such as administrative within-grade salary increases will be based 
on regular ratings. 

c. Adminlgtrative^ Unofflcial Rat ings. Unomcial ratings may 
be made to provide supervi sore with supplementary information about 
an employee's performance. 

7 • Notice to Employee 

„ t approval by the Efficiency Rating Committee, every employee 

rated will he notified of his official rating . * 


Efficiency Bating Appeals 


pta will be heard and decided upon by 

* 1 ^iciency Bating Committee. . An employee's use of the ad- 
ministratiye appeals procedure will not preclude or prejudice his 
right to appeal to the Statutory Board of Review. 

J*^ S o at ? t0r ? ap £® ale wlU bo conducted by the Efficiency Rating 
®°“ d °J*fT 1 ? w CIA. The Chairman of this Board' is designated^ 
by the Civil Service Commission, one member is selected by CIA 
employees, and the third by the Director of CIA or his designate. 

t.rir,i ! ^^ PPea i'!v.y il in b ! flled by submitting a written statement in 
triplicate, within 90 days after receipt of notification of effi- 
0 ency. rating, addressed to the Chief, Personnel Branch, A&M, and 

- 2 - . 


RESTRICTED 
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containing the following information: 

Appellant’s name; 

Mailing address; 

Classification grade in which rated; 

Date notified of efficiency rating; 

Organization unit in which the rating was assigned; 
Reason for appeal; 

Whether administrative or statutory review is desired. 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


STATINTL 



Executive for 

Administration and Management 


DISTRIBUTION: A 


- 3 - 


RESTRICTED 
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0 CENTRAL INTELLIGENCE GROUP 
T/dahington, D. C. 


STATINTL 

STATINTL 


STATINTL 






t'uili/py u/ 
HTMORANB 
NUMBER 


27 March 1947 


SUBJECT; Efficiency Rating Program 

EFFECTIVE UNTIL 1 JURE 1947 UNLESS SOONER RESCINDED 

(N0IE * %};?: HH W0T GIVEN REGULAR DISTRIBUTION - 

0MLY) L SUP “ mS0 ^^®^ 1,IIS Tj TmVL' AND RATING OFFICIALS 

1,* £ U jT , ° . S 0 .* Tho purpdse of the nomornndun is to inform you in a 

°f. the Efficiency Rating Program of CIG and to outline 
the administrative framework within which the program will operate. 

2 > e! Re ference s. References relating to the "Uniform Efficiency Rating" 

?* Classification Act of 1923 as amended* 

* ™ ■■Efficiency Rating Manual, amended March 15* 1944. 

c# csc Hating Officials Guide, June 1945* . 

d. CSC Federal Personnel Manual, Chapter E 1 , August 7, 1945. 

the S^«/ h V ni ;° ra efficiency rating system promulgated by 
Comission legally applies to all employees paid 

cation lot °of F 19^ n SChe fi eS ° ontained in Section 13 of Classifi- 
a A l b ° P 1G ‘: 3 ' ? s tended. Accordingly, this rating system 

A^ennloWA 11 C " 1 ^ n?1 Employees in CIG in Washington 'and the Field. 

An employee is not excepted from this system because of mrt time or 
temporary employment or because of type of fhnds from which paid. 

4. Policy * 

which*, fl S e ^nlT PUShm f tS 0f . CIGwi11 ^ determined by the manner in 
which each employee performs his assigned duties. Fcr this reason, 

hL s S pec'ific G ?asf! r CIG t0 kn ° W h ° W W0U each employee ls accomplishing 

w4l1 b ; The , efficiency rating system, if properly and uniformly applied, 
will determine the effectiveness of each employee in carrying out his 

bilitv or Q ^ ° f thS miSSi011 ° f CIG * Itis ' therefore^ the responsi- 
0f ® very representative of Management to apply the efficiency 

rating system in accordance with approved regulations. 

a* tn'fJ RfOI T!i 10n secured by the system also provides an indication • 
trar^ T- emrl ° yGG utilization, information for reassignments, 

activities Pr ° nS ' demotions * training and employee relation 

fnrmaTt Efflc * en °y ratings assist employees ..by providing them with in- 
°? hGT ' r?' 1 ! heir ^ ob or work ls bein C performed and where 
c s efioient* An employee who knows his work is being - 
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evaluated, strives to accomplish, more and hotter work* A recorded 
evaluation of his work is a protection against unfair action, whether 
it be deliberate or caused by inadequate information* Furthermore, 
the efficiency rating process gives tho employee an indication of 
his progress upon which his advancement depends# 

o* The system provides each supervisor with a tool which will 
point out the inadequacies, weaknesses and failings of employees as 
well as the desirable* and outstanding qualities and performances of 
the employeos* 

5* Administration of tho Efficiency Rating System * 

a* Responsibility* The Director of Central Intelligence is re- 
quired by law to rate the efficiency of each employee who is subject 
to the system* The Director has delegated this responsibility to tho 
Chief, Personnel Division* Tho Personnel Relations Section and the 
Efficiency Rating Committee have been given the responsibility for 
administering the program* 

b. Membership and Functions of the Efficiency Rating Committees 

(l) The CIG Committee has been designated by the Director, 
and the membership is as follows: 


This Committee will servo in a staff capacity for the Director 
and the Chief, Personnel Division, and will be primarily concerned with 
general efficiency rating policies and with the coordination of the 
program throughout CIG. Briefly, tho responsibilities of the Committee 


To act for tho Director in applying tho efficiency 
rating system* 

To insure that uniform standards aro applied through- 
out its jurisdiction* 

To advise and assist administrative and supervising 
officials in dote mining performance requirements 
and training programs* 

To assist reviewing officials and others regarding 
rating procedures* 

To review and approve individual rating sheets for 
proper markings* 
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(f) To hear and determine appeals and recommendations 
of ratings originally approved by the Committee. 

(e) To see that ratings are made when due* 

0# Efficiency Bating Officer. .An efficiency rating officer 
appointed by the Assistant Director of each office will, with the 
assistanoe and guidance of the committee and the Efficiency Rating 
Technician, assigned to the Personnel Relations Section, implement 
e rating^ program in each Office* He will encourage supervising 
officials in setting performance standards, conduct supervising 
training programs and in the selection of clement patterns and re- 
view initial and appellant ratings to inoure uniform application of 
the system within the Offices of CIG, 

d* Rating Official. The Rating Official will bo the person immedi- 
ately responsible for tho work of the ompluyee (first person in auth- 
ority who has supervisory responsibilities). The Rating Official will 
make the initial evaluation of performance* 

. . Reviewing Official. The Reviewing Official will bo the super- 

visor highest in line of authority above tho rating official who has 
personal knowledge of the employee » s performance. He may, upon review, 
approve or revise the ratings after conferring with rating officials 
and any intermediate supervisors. V 

of Ratings . , 

a. Official Ratings. 

(1) Official regular ratings are prepared annually as of 
March 31 for all employees who on that date aro not serving probational 
or trial. period and. who have worked in CIG for at least 90 calendar 
days during the rating year in' the classification grade held on March 31 

(2) Official Probational or Trial Period Ratings are to be • 
made 60 days before the close of the employee’s probational or trial 
period. 

b. Official Special Ratings. Generally, an official special 
rating is made whenever the employee has no official rating of record 
as of ^ the latest 31 March date or any date thereafter and a current 
official rating is needed for periodic within-grado salary increase 
determination. An official special rating is mado in connection with 
a reduction in force when there is no official rating on record; Such 
rating is official for all purposes for which it is appropriate, even 
though it is based on less than 90. days’ scrvi$<?., 

c. Administrativo-Unof f icial* Administrative unofficial ratings 
arc prepared to provide supplementary records ef performance for 

administrative information and use. 
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7# N otice to Employees * After approval by tho Efficiency Rating 
Committee, every employee shall bo notified of his official rating 
on Standard Form 68* All notices will be r el eas a d s imultanuously 
on a date designated by the Efficiency Rating Committee, but not 
later than 29 May, Copies of Form 68 will not be mado for filing* 
However, the date that tho notice is given the employee will be 
inserted on Standard Form 51 which will be filed in the employees 
personnel folder* 

8* Efficiency Rating Appeals * There are two general types of appeals, 
administrative and statutory* 

a* Administrative appeals will be those conducted wholly by and 
within CIG, and will be heard and .decided upon by tho Efficiency 
Hating Committee, An employee f s use of the administrative appeals 
procedure, which will be developed, will not preclude or prejudice 
his right to appeal to the Statutory Board of Review* 

b* Statutory appeals will be conducted by the Efficiency Rating 
Board of Review for CIG* The chairman of this board will be designated 
by the Civil Service Commission* One member will be selected by CIG 
employees and tho third by the Director or his designate* The statutory 
appeal will be conducted in accordances with Civil Service Commission 
regulations and procedures* 

FOR' THE. DIRECTOR OF CENTRAL INTELLIGENCE: 


STATINTL 


and Administration 

ATTACHMENTS ; 'None 


DISTRIBUTION: To All Employees of CIG 
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stajiNjtl 


DRAF T - 


1» March 19h& 


i STATINTL 


STATINTL 


STATINTL 


CENTRAL INTELLIGENCE AGENCY 
Washington, D. C. 


ADMINISTRATIVE INSTRUCTION 
NO. 


SUBJECT: Efficiency Rating Program. 



A ? $$ 



(This rescinds Administrative Instruction m 
19U7, subject: Efficiency Rating Program" 

1. General 


dated 27 March, 


a. The Director of Central Intelligence is required by law to 
provide for the rating of the performance of employees of this 
Agency in accordance with the uniform efficiency rating system 
promulgated by the Civil Service Connission. 

b. The Chief, Personnel Branch, A&M, will supervise the appli- 
cation of the efficiency rating system. 

c. The performance of all civilian employees in CIA will be 
rated in accordance with the provisions of this Instruction. 

Efficiency Rating Coamlttee 

An Efficiency Rating Comnittee which 3 hall review and apply rating 
standards uniformly and approve efficiency ratings of all employees in 
the Agency is hereby established, composed of 



3. Efficiency Rating Officer 
Each Staff Chief and Assistant Director will appoint an Efficiency 


: 



f*.C 


fz> 
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Rating Officer for hia activity to advise and assist supervisory offi- 
cials in establishing performance standards, conducting efficiency rating 
training programs and selecting element patterns. Efficiency Rating Offi- 
cers, with the guidance of the Conmittee, mill review the ratings of the 
employees within their units to insure uniform application of the system 
and adherence to regulations before sending the ratings to the Personnel 
Branch, A&M. 

* 

lu Rating Official 

The supervisor immediately responsible for the work of the employee 
is the Rating Official, and mill make the initial evaluation and rat ing 
of all employees under his supervision. % will discuss such evaluation 
and rating with each employee before submitting the rating to the Review- 
ing Official. 

$• Reviewing Officia l 

The supervisor highest in line of authority above the Rating Official 
who has personal knowledge of the rated employee's perfor mance is the 
Reviewing Official. Hb may, upon review, approve or revise ratings after 

conferring with the Rating Official and any intermediate supervisor con- 
cerned. 

6. Kinds of Efficiency Rati "gs 

*• gntranoe Ratings. An entrance rating is a temporary bas e 
rating assigned by the Personnel Branch whan an employee is first 
assigned to a position. If the employee has a current official rat- 
ing based on work in a different position, such rating is his entr ance 
rating, exoept that if "Unsatisfactory", his entrance rating is 
raised to "Fair", if the employee has no current of f idal r ating, 

RESTRICTED 
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in assigned an entrance rating of "good". 

b » «£g uly Ratings , a regular rating must cover at least 
90 oUendd d„re of »,«„ „ tte „„„„ po , ulon ind 

-If ..nth. tta 9 pol nta(nt „ 

““ Potion of „ .p^iy tto „ aftor< 

personnel notion. smIh „ nddnUtrntie. nala _^ ^ ^ 
oreaaes will be based on regular ratings. 

'• ^■aetrntte.-ffin.rn..., Ratlnga Oaofrictal ratio*, ^ 
to “*■ *° Pr ” I ' to *«■ enpplenentery ido^on nbou 

«n employee's performance. 

7» Notice to Employee 

««er .pproral by the Efficient Retie, condtt., .dry ..pipy,, 
rated will be notified of his official rating . 

8 * Efficiency Ra ting Appeal, 

«. Adninietratiye appenle « u p, „„ d ^ ^ ^ 

«» ou Efficiency Eating C«d,,.. *„ ,. pl oy,„, „„ of tto ^ 

letratlTe .PfO. proctor. da not preclnde or prejdl,. M , ^ 
to appeal to the Statutory Board of Review. 

b. Statotory appeal. dU be .*«« * «, 

ef for Cl*. The Chdcen of td. Board a deel^r,* 

bf tb. Old, Seralce on. web., a .acted by CI» 

enployees, ad the third by the Director of 01* or hi. de.lpca. 

e. *PPeU. dll be filed by eddttl^ . ditto. etatehent ln 
trtpUdd. dthin *> .toy. after receipt of notification of ,f a . 
.lency. ddrecd to Chief, Pereonnal Be., *«, „* e,^,^ 
the following informations 
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"" Tn ia ed 


Appellant's nus| 

Mailing address; 

Classification grads in which rated; 

Date notified of efficiency rating; 

Organization unit in which the rating was assigned; 
Reason for appeal; 

Whether administrative or statutory review is desired* 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE* 


LTS 




, v. 






r‘V„ 
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